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MARI NE CORPS ORDER 12430. 2

From Commandant of the Marine Corps
To: Distribution List

Subj : PERFORMANCE MANAGEMENT PROGRAM

Ref: (a) SECNAVI NST 12430.4

(b) DoD 1400.25-M Subchapter 430, Performnce Managenent
(c) MCO 12451.2C

(d) SECNAVI NST 12451.3

(e) MCO 12421. 24

Encl

(1) Performance Appraisal Review System (NAVMC 11408 (9-98)) EF
(2) Exanples of Critical Elenents

(3) Additional Performance Requirenents

(4) Elenents Rating Conversion Chart

1. Purpose. To provide policy and responsibility for civilian performance
managenment and a formal Perfornmance Appraisal Review System (PARS) within the
Mar i ne Cor ps.

2. Background. Reference (a) establishes a two-level sunmary rating program
for Departnent of the Navy. Reference (b) is Departnment of Defense anplifying
i nstructions for establishing performance nmanagenment within the mlitary
servi ces.

3. Effective date. 1 October 1998.

4. Policy. Al performance managenent prograns used within the Marine Corps
will be two-level summary rating prograns as defined in references (a) and
(b) effective with the 1998-1999 performance rating periods. Performance
managenent is an essential elenent of Marine Corps policy to recognize
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civilian enployee standards of excellence and provide a system of recognition
for work well done. To acknow edge enpl oyees acconpli shments above normal
expectations of performance of duties, commanders shall make every effort to
use the node of rewards found in references (c) and (d). It is inportant to
recogni ze enpl oyee contributions to the Marine Corps and the unit m ssion
thereby fostering attitudes of excellence to devel op | eaders for the 21st
Century. Promotions and hiring for positions are dependent on the excellence
of the enployees' contributions.

DI STRI BUTI ON STATEMENT A: Approved for public release; distribution is
unlimted.

a. The following is policy for inplenentation
(1) The appraisal performance rating |levels are "Acceptable or Unacceptable."

(2) Enclosure (1) will be used in evaluating the performance of all civilian
enpl oyees in the Marine Corps. Electronic formaccess is avail able.

(3) Reduction-in-force (RIF) policy is provided in detail in paragraph 13e of
this order.

(4) Enclosure (2) provides exanples of statenments that woul d be appropriate
for Critical Elenents for performance apprai sal

(5) Critical elenments in the performance appraisal shall include specific
technical, security, or supervisory performance required of the enployee as
descri bed under additional performance requirenents at enclosure (3).

5. Applicability. This Order applies to all appropriated fund enpl oyees of
the Marine Corps excluding Senior Executive Service. This Order does not
apply to nonappropriated fund enpl oyees, enployees outside the United States
paid in accordance with local national prevailing wage rates for the area in
whi ch enpl oyed; i ndividuals appointed by the President; enployees occupying
excepted service positions not to exceed the m ni num performance period
established in a consecutive 12 nonth period; enployees under a tenporary
appoi ntnent for less than 1 year, who agree to serve wthout a performance
eval uation, and who will not be considered for reappointment or for an

i ncrease in pay based in whole or in part on performance; and individuals
excl uded from coverage under other applicable |aw

6. General Instructions

a. Performance managenent will involve enployees in inproving organizationa
ef fectiveness and in assessing individual enployee team effectiveness and
per f or mance;

b. Invol ve enpl oyees in program devel opnent and i npl enmentation

c. Performance managenent prograns and enpl oyee work plans will be designed
to integrate nmanagenent processes that:

(1) Comunicate and clarify nission, organizational goals and objectives.

(2) Identify enployee, team and nanagerial accountability for the
acconpl i shnmrent of goal s and objecti ves;
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(3) Use appropriate neasures to recognize and reward enpl oyees and use the
results of performance appraisal as a basis for appropriate personne
actions;

(4) Encourage enpl oyees to take responsibility for continuous inprovenent,
support team endeavors, devel op professionally and performat their ful
potenti al .

7. Actions
a. Marine Corps activity heads or comanders where applicable will:

(1) Establish a performance nanagenent program and inplenmenting instructions
in accordance with this Order and references (a) and (b).

(2) Establish a beginning and ending rating period based on the cal endar year
nost appropriate for their activity.

(3) Oversee the PARS and the incentive award and nonetary reward process.

(4) Establish a Performance Review Board or appoint a senior Review ng
Oficial to review "Unacceptabl e" performance apprai sals. The Revi ew Board or
Reviewi ng Official shall ensure standards have been applied equitably, a plan
of inprovenent was provided by the supervisor to the enployee in a tinely
manner and ensure nmanagenment nmade efforts to assist the enployee to inprove
performance to an "Acceptable" level. If upon review, the enployee
performance is still considered Unacceptable", then the activity wll
initiate a personnel action of reduction in grade, reassignnent, renoval or
ot her appropriate personnel action.

(5) Ensure supervisors fulfill their obligations under the
Federal Service Labor-Mnagenent Rel ations Statue, Chapter 71 of Title 5,
US.C, tofulfill any requirenents for collective bargaining prior to

i mpl enmentation. The Marine Corps Master Labor Agreement(M.A) is the prinmary
policy authority where appropriate. Point of contact is CMC (MPO-37) for
questi ons concerning the MA.

(6) Strongly enphasize the use of references (c) and (d) to comranders and
supervi sors as the guidance for recogni zing excell ence of enpl oyee
per f or mance.

(7) See that appropriate training is provided to personnel who supervise
civilian enployees and nmanage t he performance apprai sal program at commands
under their authority.

(8) Appoint activity head designees to review and act as approving authority
for performance award nom nations; to include quality step increases (QSI)
subm tted by their activity.

(9) Ensure enclosure (1) is available to all supervisors and nmanagers for
apprai si ng enpl oyees performance. It shall include a mninmmof two critica
el ements concerning work performance. For those enpl oyees who work in teans
for conpletion of projects, at |least one critical element shall be a team
menber performance apprai sal el enent; not an evaluation for the team

Eval uat e team nmenber performance only on those work objectives of the

i ndi vi dual enpl oyee. There shall also be at |east one critical element each
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for supervisory responsibilities or managerial responsibilities. Enclosure
(2) is sanple critical elenments.

b. Commanders will:

(1) Ensure performance appraisals are conpl eted on schedule for each eligible
enpl oyee for the period set by the activity head. Supervisors and nanagers
nmust be accountable for getting the enpl oyees appraisal conpleted on tine.

All appraisals will be conpleted or reviewed as required for "Unacceptabl e"
performance within 60 days of the close of the performance period.

(2) Ensure supervisors, nmanagers and team | eaders are aware of the inportance
of the reward system as a neans of distinguishing enpl oyees' excellent
performance from "Accept abl e" performance of duty. Tine off and cash spot
awar ds are exanpl es of rewards.

(3) Ensure enployees rated at the "Unacceptabl e" perfornmance | evel are
counsel ed by their supervisor as soon as the unacceptabl e perfornmance
presents itself and before the rating period concludes. Ensure enployees with
unaccept abl e performance are provi ded a reasonabl e opportunity to inprove
performance through counseling, training, closer supervision, and other
appropriate measures during the reporting period. If this has been provided
and the enpl oyee receives an "Unacceptabl e" rating then the enpl oyee's
evaluation is forwarded to the Reviewing Oficial or Review Board for fina
determ nation and personnel action.

(4) Encourage supervisors, managers, team | eaders to noni nate enpl oyees for
awards who have shown an excell ent standard of work performance, in
accordance with reference(c), as soon as possible at the conclusion of the
wor k performed. Awards are indicators used in the pronotion of enpl oyees and
for hiring purposes and should be awarded to enpl oyees as close to the work
performed as practical.

(5) Train those enpl oyees who have supervisory or managerial responsibilities
on the new performance nmanagenent requirenents.

c. Supervisors, managers or team |l eaders will:

(1) Devel op together as appropriate a witten performance plan with each

enpl oyee based on work assignnments and responsibilities and provide the

enpl oyee with a plan within 30 days of the begi nning of the appraisal period.
Each plan must include all critical elenents and rel ated perfornmance
standards. Each plan nust have at |least two critical elenents addressing

i ndi vi dual perfornmance and each el ement nust be rated as "Acceptable" or
"Unacceptabl e". An "Unacceptable" in any one critical element will result in
a sumary rating of "Unacceptable". (See enclosure (3) for additiona
performance requirenents).

(2) Provide one critical elenent for enployees that are assigned to teans for
i ndi vi dual performance on the teambut not a teamcritical elenent.

(3) Provide enpl oyees that have supervisory or nmanagerial duties with one
critical elenment for each responsibility.

(4) Encourage enpl oyee participation and ensure each enployee is involved in
t he devel opnent of their performance plan. Final responsibility for ensuring
establ i shnment of performance plans rests with the supervisor
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(5) Discuss training opportunities or rotational assignnents for on-the-job
training at the time the performance plan is witten and include it in the
pl an so the enployee will know what is expected of themto receive an
"Acceptabl e" rating.

(6) Supervisors will discuss with those enployees that nornmally nmeet or
exceed the "Acceptable" |evel of performance, the many training opportunities
avail abl e for devel oping as a | eader. For GS-7 through GS-15 and Wage Grade
equi val ent, supervisors will discuss the nentor program available in Civilian
Leader shi p Devel opnent (CLD) at reference (e) and document the discussion on
t he supervisor's conment section of the appraisal form An Individua
Leadershi p Devel opment Plan (ILDP) may be established if desired. The

enpl oyee's nentor will be instrunental in the devel opnent of the ILDP. The
supervi sor or manager may be included in the devel opnent of the ILDP if the
enpl oyee desires.

(7) Supervisors will conduct one or nore docunented progress reviews during

t he apprai sal period. Progress reviews should be informative and

devel opnental in nature and include discussions between the supervisor and
team | eader where applicable. Corrective actions should be discussed with the
enpl oyee who does not neet "Acceptable" performance standards and a witten
pl an of inprovenent shall be established with the enpl oyee.

(8) Supervisors will solicit input for the progress review and final sumary
rating fromteam | eaders and ot her personnel both civilian and nmilitary that
have contact with the enpl oyee regularly. The supervisor will have fina
responsibility for preparing the rating of record for each elenment and the
assignment of a summary |evel. Discussions with team | eaders on individua
enpl oyee performance is highly recommended. A teamrating is not to be given,
only an individual performance rating for work perforned as a team nenber.
Bot h individual and team awards per references (c) and (d) should be
considered for highly effective perfornmance.

(9) Provide a copy of the approved rating of record to each enpl oyee as soon
as practical.

(10) Provide assistance to enployees in inproving their performnce at any
time during the appraisal period if the performance is determned to be

"Unacceptabl e in one or nore critical elenents. The supervisor will counse
the enpl oyee on inproving performance and set a witten plan of action for
i mprovenent. The nmanager will ensure opportunities are provided by the

supervi sor for the enpl oyee to inprove performance

(11) Supervisors, team | eaders, and managers should recomrend incentive
awards for enpl oyees whose performance surpasses the normal standards of
"Acceptable", at any time during the reporting period and not just at the
concl usion of the reporting period. References (c) and (d) should be used

al ong with other personnel actions to reward excellent or superior
performance. This is the nost preferred nethod of distinguishing the
contributions of civilian enployees as |eaders in support of the Marine Corps
m ssi on, goals and objectives.

d. Covered enpl oyees will:

(1) Participate in the devel opnent of their performance plan and rel evant
i ndi vi dual training plans.
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(2) Participate in a progress review(s) and cooperate with the supervisor or
team | eader to establish an individual plan for correction of performance
deficiency. It is the responsibility of the individual enployee to neet
performance standards for each critical elenent established on the PARS

(3) Provide input on their performance acconplishnents at the end of the
apprai sal period and participate in the final appraisal discussion with the
supervi sor.

(4) Devel op on a voluntary basis as part of Civilian Leadership Devel opnent
an | ndividual Leadership Devel opnment Plan in accordance with reference (e).
The mentor, supervisor or manager may assist the enployee with the ILDP if
the enpl oyee desires to participate in CLD

e. Civilian Human Resource O fices (CHRO) currently served by an operationa
or regional Human Resource Service Center (HRSC) shall

(1) Advise nmanagers, supervisors, team | eaders, and covered enpl oyees on
program requi renents and rel ated performance managenent i ssues.

(2) Forward final close-out ratings and ratings of record to the HRSC for
data input to the Defense Civilian Personnel Data System (DCPDS).

f. Additionally, HROs not currently served by an operational HRSC shall
(1) Provide enpl oyee performance rating data to the DCPDS

(2) Maintain performance records and forms and make them avail able for pay,
awar ds, reduction-in-force, and other perfornmance actions.

(3) Process awards and QSIs accurately and in a tinely manner.
8. Definitions
a. Acceptable Performance. Performance of an enpl oyee which neets the

establ i shed performance requirenent(s) or standards, at a | evel above
"Unacceptable,” in all critical elenment(s) of an enployee's position

b. Activity. Afield installation, headquarters command, or office.

c. Additional Elenents. A dinension or aspect of individual, team or

organi zati onal performance that is not a critical or non-critical elenent.
Such el enments are not used in assigning a summary |l evel but, like critica
and non-critical elenents, are useful for purposes such as conmunicating
performance expectations and serving as the basis for granting awards. Such
el enents include, but are not Iinmted to, objectives, goals, program plans,
i ndi vi dual work plans and ot her neans of expressing performance.

d. Appraisal. The process under which performance is reviewed and eval uated
agai nst the described perfornmance standards.

e. Appraisal Period. The established period of tine for which perfornmance
will be reviewed and a rating of record prepared

f. Appraisal Program The specific procedures and requirenents established
within the policies and paranmeters of the DoD Perfornmance Appraisal System
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g. Appraisal System A framework of policies and procedures established by an
agency for the admnistration of performance appraisal prograns.

h. Awards. Recognition for individual or team achi evenent that contributes to
neeti ng organi zational goals or inproving the efficiency, effectiveness, and
econony of the Governnment or which is otherwise in the public interest.

i. Close-out Rating. An appraisal conducted when an enpl oyee or supervisor

| eaves a position after the enpl oyee has been under established performance
standards for 90 days or nore but before the end of the appraisal cycle.

Cl ose-out ratings will be docunented and used in deriving the rating of
record and in sone cases, may becone the rating of record.

j. Critical Elenent. A work assignnent or responsibility of such inportance
t hat unacceptabl e performance on the elenment would result in a determnation
that an enpl oyee's overall performance is unacceptable.

k. Interim Appraisal. Any progress review or training apprai sal conducted
t hroughout the annual performance appraisal period.

I. Non-critical Elenent. Non-critical elenents are not used in DON. O her
Departments or Agencies do. Reference (a) applies.

m Performance. Acconplishnment of work assignments or responsibilities.

n. Performance Plan. All of the elenments that describe the expected
performance of an individual enployee. A plan nust include critical elenents
and their related performance standards.

0. Performance Rating. The results of a conparison between actual performance
standards for each critical elenent on which there has been an opportunity to
performfor the mninmum period. A performance rating will include the
assignment of a summary rating.

p. Performance Standard. The managenent - approved expression of the
performance threshol d(s), requirenment(s), or expectation(s) that nust be net
to be appraised at a particular |level of performance. A performance standard
may include, but not Iimted to, quality, quantity, tineliness, and manner of
per f or mance.

g. Progress Review. Conmunicating with the enpl oyee about perfornmance
conpared to the performance standards of critical elenents.

r. Rating of Record. The performance rating prepared at the end of an
apprai sal period for performance over the entire period including the
assignment of a summary level. The rating of record is the official rating
for pay, performance award, and retention purposes.

s. Summary Rating. The final result of the performance eval uati on process.
The summary rating is used to provide consistency in describing ratings of
record. The two sumuary rating | evels are: "Acceptable" and "Unacceptabl e".

t. Training Appraisal. An appraisal conducted as part of a formal training
program |asting nore than 90 days, and conducted under Civilian Personne
Instruction (CPl) 410. Training appraisals are interim apprai sals and are not
used as the annual rating of record.
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u. Unacceptabl e Performance. Performance of an enpl oyee which fails to neet
establ i shed performance standards in one or more critical elenments.

9. Performance Appraisal Requirenents

a. General Requirenents

(1) No enployee may be concurrently covered by nore than one performance
apprai sal program

(2) An annual appraisal period is required for rating of record purposes on
each enpl oyee. The reporting period is established by the activity head or
commander where applicable.

b. Performance Pl ans

(1) Individual performance plans are required for each enployee. Plans will
be witten and based on work assignnments and responsibilities. The plan will
cover the official appraisal period.

(2) Individual performance plans will be provided to enployees within 30 days
after the beginning of each appraisal period, permanent assignment to a new
position, and of each detail or tenporary pronotion expected to last a 120
days or longer. Performance plans include all critical elenments and rel ated
per f ormance standards.

(3) Each performance plan nust have at least two critical el enments which
address individual performance. Exanples are provided at enclosure (1). In
addition, the performance plans are to include the critical elements required
for specific types of positions, such as safety, security, and those found in
encl osure (3).

(4) One of two summary rating | evels nmust be used for the final perfornmance
rating, either "Acceptable " or "Unacceptable".

(5) When performance standards are set, supervisors and enpl oyees nust
certify that this has been done on the appraisal form Supervisors nust also
certify the enpl oyees position description is accurate at the tinme standards
are set. |If the position description is not accurate the supervisor nust take
action torewite it within 60 days.

c. Mnitoring Perfornmance

(1) Progress Reviews. A review of an enpl oyee's performance is expected at
| east once m dway through the appraisal period. At a m ninum a conparison

will be nmade with the performance el ements and standards established. To the
maxi mum extent possible, progress reviews will be informative and
devel opnental in nature and will focus on future performance. Progress

reviews do not require the assignment of a sumuary | evel, however, the
supervi sor and enpl oyee nust sign and date the performance appraisal to
i ndi cate the revi ew was conduct ed.

(2) Interim Appraisals. These should be conducted throughout the annua
performance appraisal period. Interimappraisals are considered in
determ ning the annual rating of record.
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(3) Training Appraisals. These are conducted under CPI 410 covering periods
of at least 90 days. Training appraisals should be considered in the annua
performance rating process. These ratings are not considered cl ose-out

rati ngs of record.

(4) Close-out Ratings. These nust be conducted when:

(a) An enployee conpletes a detail or tenmporary pronotion of 120 days or
| onger under established performance standards. This requirenent also applies
to enpl oyees on | oan from anot her activity/agency for 120 days or | onger

(b) An enpl oyee changes positions, is pronoted, or noves to a new
agency/activity, after being under established performnce standards a
m ni rum of 90 days.

(c) The supervisor |eaves the position after the enployee is under
establ i shed performnce standards for a mninmum of 90 days. In this
situation, the enployee may conti nue under the sanme performance plan unless
changed by the new supervisor

(d) Close-out ratings my becone the rating of record if the follow ng
criteria are net:

1 There is insufficient time (90 days) to establish a new performance plan
and rate the covered enployee in their assigned position before the end of
t he apprai sal period.

2 The supervisor takes into consideration any other close-out ratings
conducted during the appraisal period.

(5) Rating of Record

(a) Normally within 30 days after the end of the appraisal period, a witten
rating of record will be given to each enpl oyee, unless the enpl oyee has not
conpl eted the 90 day mini mum period of perfornmance.

(b) When a rating of record cannot be prepared at the tinme specified, the
apprai sal period will be extended to insure the mnimum 90 day period. A
rating of record should be prepared as soon as practicable once the necessary
condi ti ons have been net.

(c) The rating of record or performance rating for a disabled veteran will
not be | owered because the veteran has been absent fromwork to seek nmedica
treat ment.

(6) Summary Level Rating. A sunmary |evel rating nust be assigned when a
performance rating is prepared as part of a rating of record.

(a) Ratings are based on a conparison of performance agai nst witten
standards. Each critical element is rated at the "Acceptable" or
"Unaccept abl e" | evel.

(b) An "Unacceptable summary rating level is assigned if, and only if,
performance on one or nore critical elenments is appraised as "Unacceptable."

(7) Recording the Results
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(a) The performance rating shall be signed and dated by the enpl oyee and
i mredi at e supervisor. The enpl oyee's signature does not constitute agreenent
with the rating; it nerely signifies that the enployee has received it.

(b) Enpl oyees should be provided a copy of their rating of record within 60
days of the end of the annual appraisal period. Tineliness is inportant in
order for supervisors to establish new individual performance plans, for
enpl oyee pronmotions and applying for new positions.

10. "Unaccept abl e" Performance

a. At any tine during the appraisal period that performance is determned to
be "Unacceptable” in one or nore critical elenments, enployees are to be
formally notified in witing. The notice of unacceptabl e performance nust

i ncl ude:

(1) The critical elenent(s) determ ned to be unacceptabl e;

(2) The performance requirenment(s) and acceptabl e standard that nust be
attained to denonstrate acceptabl e performance;

(3) A reasonabl e opportunity to denonstrate acceptabl e perfornmance;

(4) Assistance in inproving performance which may include, but is not limted
to, formal training, on-the-job training, counseling, close supervision or
ot her appropriate neasures; and

(5) Notice to the enpl oyee that unless performance in the critical el enent(s)
i nproves and is sustained at the acceptable level, the enployee will be
reassi gned, reduced in grade or renoved.

b. Arating of record of "Unacceptable" nmay not be assigned until the above
requi renents have been net. If, at the conclusion of the opportunity period,
the enpl oyee's performance continues to be "Unacceptable," the activity nust
initiate reassignnent, reduction in grade, or renpval action

c. Arating of record of "Unacceptable" shall be reviewed and approved by a
Revi ewi ng O ficial or Review Board.

11. Gievances and Appeals. Covered enpl oyees nay raise issues relating to
the performance apprai sal process through either the administrative grievance
procedure or, where applicable, a negotiated grievance procedure. Appeal abl e
i ssues may be subnitted to the Merit Systens Protection Board (NMSPB).

Gui dance on grievabl e/ appeal able matters is as foll ows:

a. Contents of the individual performance plan are neither grievable nor
appeal abl e.

b. Failure to informenployees of critical elenents and standards within the
required tinme frame is grievable.

c. Ratings on individual elenents and summary | evel ratings are grievable.
d. Performance based denptions and renoval s may be grieved through the

appropriate negotiated grievance procedure or appealed to the MSPB, but not
bot h.

10
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e. Awards are not grievable under admi nistrative grievance procedures.

12. Performance Recognition

a. Awards. Awards may be used as tools to acknowl edge and notivate enpl oyees
by recogni zing and rewardi ng significant individual, team organizationa
achi evenents or contributions. Exanples of awards include, but not limted
to, special act awards, tinme-off, honorary and informal recognition awards.
Ref erences (c) and (d) apply.

b. Quality Step Increase. The purpose of the QSI is to provide appropriate

i ncentives and recognition for excellence in performnce by granting faster
than normal step increases; therefore, careful consideration should be given
before granting a QSI. An enployee is eligible for only one QSI within any 52
week period. To be eligible for a QSI, General Schedul e enpl oyees nust neet
the following criteria

(1) Receive a rating of record of "Acceptable."

(2) Enpl oyee denonstrates a sustained performance of high quality
significantly above that expected at the "Acceptable" |evel, depicting
unusual | y good, excellent quality or higher quantity of work provi ded ahead
of schedule and with | ess than normal supervision.

(3) Enployee nmakes a significant contribution to the organization's m ssion

(4) There nust be an expectation that the high quality performance will
continue in the future.

13. Relationship to Oher Personnel Actions

a. Wthin-Gade |Increases

(1) Federal Wage System (FWSB). Enpl oyees receive within-grade increases, when
eligible by time, if their performance is satisfactory. Satisfactory
performance equates to an "Acceptable" rating of record.

(2) Ceneral Schedule (GS). Covered enpl oyees receive wthin-grade increases,
when eligible by tine, if their performance is at an acceptable |evel of
conpet ence. Acceptable | evel of conpetence equates to an "Acceptable” rating
of record.

(3) FWs and GS. \Wen a within-grade increase decision is not consistent with
the enpl oyee's nost recent rating of record, a new rating of record nmust be
prepared. The rating of record used as the basis for an acceptable |evel of
conpet ence determ nation for a within-grade increase nust have been assigned
no earlier than the nost recently conpl eted apprai sal period. The notice of
negative wthin-grade increase determ nation nust state the "Acceptable”
standard for any el enent eval uated at the "Unacceptable” |evel.

b. Pronptions

(1) Career-Ladder Pronpotions. Performance appraisals are used as a basis for
determining eligibility for career-ladder pronotions. To be pronoted, an

enpl oyee is expected to be performng at the Acceptable” |evel on al

critical elenments. However, an "Acceptable"” rating does not nean an autonmatic
pronoti on.

11
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(2) Merit Pronotions. The rating of record should be used in nerit pronotion
eval uations and by selecting officials to the extent it is relevant to the
position to be filled.

c. Probationary Period

(1) Initial Probationary Period. Evaluation of the enployee's perfornance, as
wel | as other considerations, should serve as a basis for the decision to
retain or renove the enployee from Federal service during the probationary
peri od.

(2) Supervisory and Manageri al Probation. Evaluation of the enployee's
performance of supervisory or managerial elenents of the position serves as a
basis for the decision to retain or renove the enpl oyee fromthe supervisory
or managerial position.

d. Renoval, Denotion, and Reassi gnnent

(1) An enpl oyee whose performance is "Unacceptable" nmust be renoved
reassi gned, or reduced in grade, but only after the enpl oyee has had an
opportunity to denonstrate acceptabl e performnce.

(2) If, at the conclusion of the opportunity period, the enployee's
performance continues to be "Unacceptable" the activity nust initiate
reassi gnment, reduction in grade, or renoval.

e. Reduction-in-Force

(1) The rating of record for RIF purposes is the annual rating conducted at
the tinme specified by the activity and special ratings conducted to support
Wit hin-grade increase determinations. No rating may be assigned for the
purpose of affecting an enployee's RIF retention standing.

(2) The three nost recent ratings of record received in the last four years
are factors in determ ning retention standing for R F purposes. An enpl oyee
receives an additional 20 years of service for each "Acceptable" or
satisfactory rating fromother rating systens.

(3) For the purpose of determ ning the Service Conputation Date for
reduction-in-force (RIF), an enployee with an "Acceptable" rating wll
receive 20 years of credit when a "m xed systenf exists. A "mxed systenl is
one in which an enpl oyee has ratings of record for the |ast three years from
a performance managenent systemusing 3, 4, or 5 levels along with a rating
of record froma two | evel system For exanple: AR F is planned in the G1
organi zati on. One enployee in the G 1 organization, came from Agency X where
a three level systemwas used. This enpl oyee has one "Acceptable” rating of
record under the Marine Corps two |evel systemand two ratings of "Qut-
standi ng" under a three level system In this case we have a "m xed systent
situation. In a "m xed systenm three |evel situation, all ratings above the
satisfactory level will receive 20 years of credit. Thus in the exanple cited
above, the enployee from Agency X would receive 20 years of credit for each
rating of "Qutstanding" and 20 years of credit fromthe Marine Corps
"Acceptabl e" rating. See the elenent rating conversion chart at enclosure (4)
to convert elenents to summary rating.

(4) When only a two level systemis used for calculations for RIF, 20 years

12



MCO 12430. 2
29 DEC 1998

is credited for "Acceptable" for Service Conputation Date.

(5) In athree level system 20 years of credit is given for satisfactory or
above for Service Conputation Date.

(6) In a four level system 20 years of credit is given only for the top two
| evel s, satisfactory or above, for the Service Conputation Date.

(7) No credit is given for Mnimally Successful or belowin a five |leve
system Only the top three levels, Fully Successful (12 years of credit),
Exceeds Fully Successful (16 years credit) and CQutstanding (20 years credit),
will be calculated for Service Conputation Date.

f. Training and Devel opnent

(1) ldentification of training requirenments to i nprove performance is a
significant elenment in the appraisal process. The performance appraisa
process should clearly identify areas where training and devel opnment nay be
appropriate. Wenever it is determ ned an enpl oyee's performance is
"Unaccept abl e" the supervisor is responsible for assisting the enployee in
bringing his or her performance to the "Acceptable" |evel. (See paragraph
10a(4) of this Order.)

(2) Performance plans related to training nmay include achi evenent of specific
trai ning objectives that may be deternmined to be critical or additional

Per f ormance apprai sals conducted as part of the enployee's individua

training plan or their specialized training plan should be considered in the
annual performance rating process. Such appraisals are interimappraisals and
do not serve as the rating of record.

14. Transfer of Rating. When an enployee's O ficial Personnel Folder (OPF) is
sent to another servicing office in the enploying agency, another agency, or
the National Personnel Records Center, all ratings of record conpleted in the
previ ous four year period, as well as the performance plan on which the nost
recent rating was based, are to be included in the OPF. Activities should
take into consideration transferred ratings covering an enpl oyee's
performance within their current appraisal period when deriving the next
rati ng of record.

{1'i 12430200. TI F: Si gnat ur e}
/lsignature//

J. W KLI M

Deputy Chief of Staff for
Manpower and Reserve Affairs

Di stribution: PCN 10212055100
Copy to: 7000110 (50)

7000111 (20)
7000027 (20)
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ENCLOSURE 1 (NAV 1148, WHICH I S A STANDARD FORM USED BY THE MARI NE CORPS) | S
NOT | NCLUDED.

ENCLOSURE (1)
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EXAMPLES OF CRI TI CAL ELEMENTS
1. Element #1 - Execution of Duties

Conpl etes work assignments in a tinmely manner, assuring a quality of work
that meets the needs of the unit goals and objectives or Division nmssion
Devel ops solutions to problens which denonstrate inprovement in work nethods.
Supports and conforns to policy, procedures and regul ations.

2. ELEMENT #2 - Team Activities

Takes positive action to prompte teammrk and takes responsibility either in
a | eadership or support role. Productively works on goals and objectives.

3. ELEMENT #3 - Communi cati ons

Presents witten and oral conmunications in a clear, correct, tinely and
under st andabl e manner; keeps supervi sor and/or coworkers informed of issues
and problens; provides information and gui dance that is correct and according
to regul ations.

4. ELEMENT #4 - Research and Anal ysis

Thor oughly and accurately researches issues in a timely manner, using
appropriate reference sources. Mikes reasonabl e recomendati ons or deci sions
based on avail abl e gui dance.

5. ELEMENT #5 - Organi zati onal Support

Provi des recommendations that are tinely, responsive and accurate. Mintains
rapport with internal and external divisions, agencies or organizations.
Devel ops and establishes work rel ationships with external organizations, as
requi red. Keeps supervisor and/or team | eader informed of difficult and/or
controversial issues and uni que problens. Takes action to effectively solve
probl ens before they have an adverse inpact on the organization or other

enpl oyees.

6. ELEMENT #6 - Skills Mintenance
Mai nt ai ns an adequate level of skill to performduties and seeks training or

on the job training to increase | evel of conpetency as necessary for
performance of assigned tasks.

7. ELEMENT #7 - Personal Contacts

Denponstrates courteous and tactful behavior towards internal and externa
organi zati ons, coworkers, supervisors, team nenbers and subordi nates.
Projects a positive and professional inage of the Marine Corps at all tines.

8. ELEMENT #8 - Resource Managenent (use for managers)

Monitors allocated funds and mai ntains conplete and accurate records of
expenditures. Utilizes resources in an efficient and effective manner.
Ensures that funds, property, and other resources are guarded agai nst fraud,
waste, |oss, unauthorized use and m sappropriation.

9. ELEMENT #9 - Equal Enpl oynent Opportunity (use for managers, supervisors,

ENCLOSURE ( 2)
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or team | eaders)

Applies principles of equal opportunity. Selects individuals for team
activities, for recruitnent, pronotion, and training w thout regard to non-
nmerit factors. Assigns work in an equitable nmanner, wi thout regard to sex,
race, national origin, religion, personal favoritism age, marital status,
political affiliation. Pronptly investigates allegations of discrimnation
and takes appropriate corrective action if allegations are founded.

10. ELEMENT #10 - Supervision (use for supervisors or managers)

Assigns work fairly and in a manner productive for the organization. Provides
policy guidance including goals and objectives to staff. Gves tinely

techni cal guidance to subordinate staff to support acconplishment of tasks or
obj ectives. Supports and inplenents nmanagenment decisions. Corrects
performance and conduct problens pronptly and fairly. Ensures staff is
properly trained and conplies with occupational safety and health
regul ati ons.

11. ELEMENT #11 - Program Project Managenent (use for managers or team
| eaders)

Manages progrant project resolving issues and problens that arise in the

adm ni stration of such. Mnitors all aspects of program project quality,

ef ficiency and consi stency. Establishes progrant project plans and gui dance in
response to objectives, requirenments, specifications and regul ati ons. Ensures
policy instructions to staff/team are accurate and cl early understood.

Conpl etes work within tinme constraints or on schedul e. Eval uates

ef fectiveness of work perforned and adjusts plans accordingly. Reports
progress of work acconplished to director or head of organization as
required.

12. ELEMENT #12 - Special Projects (use for team nenbers or team | eader)

Speci al projects are supported with research and active participation in work
assignments. Integrates special projects into workload and conpl etes work on
time wthout causing teanmiwork delay or disruption. Team | eader provides
clear instructions, nonitors team nenbers progress on objectives and provides
reports as required. Special assignments are conpl eted independently or in
col l aboration with others to ensure quality. Team Leader ensures that project
conplies with regul ati ons and procedures.

ENCLOSURE ( 2)
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ADDI TI ONAL PERFORMANCE REQUI REMENTS

1. Purpose. Specific provisions of law, regulation, and DoD policy require
certain matters to be considered in the performance eval uati ons of sone

enpl oyees. Except as provided below, this does not require the establishnent
of specific performance el enents and standards addressing the individual's
performance. Rating officials may just consider these requirenents in the
performance rating or provide narrative eval uations of progress in neeting

t hese requirenents.

2. DoD Performance Eval uati on Requirenents

a. Audit Foll ow up. Performance eval uati ons of appropriate nanagers nust
reflect the degree of effectiveness in addressing audit findings,
recommendati ons, and inplenmenting agreed-upon corrective actions as required
by O fice of Managenent and Budget (OVB) Circular A-50, "Audit Follow up",
Sept enber 29, 1982. This requirenent applies to audits conducted by the
General Accounting Ofice (GAO) and the DoD I nspector Ceneral. This

requi renent is established in paragraph E3g of DoD Directive 7650.3, "Foll ow
up on General Accounting O fice, DoD Inspector CGeneral Internal Audit, and

I nternal Review Reports", Septenber 5, 1989.

b. Protecting Classified Informati on. Perfornmance eval uations of al

enpl oyees whose duties involve access to classified information nust include
a comment by rating officials pertaining to an enpl oyee's discharge of
security responsibilities. This requirenent is established in paragraph 9-
102(d) of DoD 5200.2-R, "Personnel Security Prograni, January 1987.

c. Internal Managenment Control. Perfornmance eval uations of managers who have
significant Internal Managenent Control (IMC) responsibilities nust reflect
the accountability for the success or failure of I MC practices. This

requi renent is established in paragraph E3d of DoD Directive 5101. 39,

"I nternal managenent Control Program', April 14, 1987.

d. Equal Enpl oynment Opportunity (EEQ) . Performance eval uations of

supervi sors, managers, and other personnel with EEO responsibilities nust
have a critical elenent on EEO. This requirenent is established in paragraph
E2f of DoD Directive 1440.1, "The DoD Equal enpl oyment Opportunity (EEO)
Progran', May 21, 1987.

e. Inventory Management. Performance eval uati ons of individuals enpl oyed at

I nventory Control Points nust give appropriate consideration to efforts nmde
by these individuals to elimnate wasteful practices and achi eve cost savi ngs
in the acquisition and nmanagenent of inventory itens. This requirenment is
established in section 2458 of Title 10, United States Code.

f. Acquisitions. Persons serving in acquisition positions in the same
acqui sition career field nust be provided an opportunity for review and

i nclusi on of any conmments on any apprai sal of the performance of a person
serving in an acquisition position. This requirenment is established in
par agraph D19 of DoD Directive 5000.52, "Defense Acquisition Education
Trai ni ng, and Career Devel opment Prograni, October 25, 1991

g. Regul atory Reinvention. Performance neasurenents of persons who are front
line regulators, (i.e., those who have authority to order a corrective action
or levy a fine on a business or other government entity), must focus on
results, not based on process and punishnent. Therefore, such neasures should

ENCLOSURE ( 3)
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not be based on process (e.g., number of visits to a business or governnent
entity) or punishment (e.g., nunber of violations found, number of fines

| evied on a business or governnment entity). This requirement is established
by a Presidential Menorandum for heads of Federal departnments and agenci es,
"Classified National Security Information", March 4, 1995.

h. Classified Infornmati on Managenent. The performance ratings of civilian
enpl oyees who are original classification authorities, security nanagers or
security specialists, or significantly involved in the creation or handling
of classified information nust include the managenent of classified
information as a critical element or itemto be evaluated. This requirenent
is established in section 56(c)(7) of Executive Oder 12958, "Classified
Nati onal Security Information," April 17, 1995.

i. Safety. Responsible DoD officials at each managenent |evel, including
first level supervisors, nmust to the extent of their authority, conply with
the DoD Cccupational Safety and Health Program gui dance and regul ati ons.

Per f ormance eval uati ons of those enpl oyees nust reflect persona
accountability in this respect, consistent with the duties of the position
with appropriate recognition of superior performance, and conversely, with
corrective adm nistrative action, as appropriate, for deficient performance.
This requirenent is established in enclosure (2) to DoD Instruction 6055.1,
"DoD Cccupational Safety and Health Program " October 26, 1984.

j. Increased Conpetition and Cost Savings in Contracts. Performance

eval uations of officials involved in contracting and acquisition nmust give
appropriate recognition to efforts to increase conpetition and achi eve cost
savings. This requirenment is established in section 2317 of Title 10, United
St at es Code.

ENCLOSURE ( 3)
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ELEMENTS RATI NG CONVERSI ON CHART
EXAMPLES

The foll owing exanples translate element ratings into sunmary ratings using
2, 3, 4, 5, levels. Elenent ratings can have nulti-levels but nust translate
into a summary rating of "Acceptable” or "Unacceptable".

ELEMENT RATI NG SUMMARY RATI NG

Qut st andi ng Exceeds Ful ly Successful Acceptable Fully Successfu

M ni mal | y Successful Unacceptabl e Unacceptabl e

Above Fully Successful Fully Successful Acceptable

Bel ow Ful |y Successful Unacceptable

Pass Acceptabl e

Fai | Unaccept abl e

ENCLOSURE ( 4)
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